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Information




Search for a User

When you want to look up a User...

Steps 1 & 2: Hover over the Admin tab, then click Users.

Admin Certifications Help Desk Performance

Catalog

Learning Assignment Tool

e, © I tifications

Email

d to establish consistent competencies and

ork in civilian agencies. Click below to lea
Org Units

Users

Step 3: Enter User information into the search fields.

Users
[ -
t Mame City Manager
User ID Zip Active A
User Name Country X
ail
Select QU Criteria W/

Step 4: Click on Select OU Criteria to further filter your search if desired. A dropdown

menu will appear and allow you to select the OU type. The pop-out icon will then
appear and allow you to select the OU.

Users
t Name city Manager
First Name State Approver
User ID Zip Active '
User Name Country b4
' Select OU Criteria A 4
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Search for a User (Cont. 1)

Step 5: Hit enter or click Search.

‘Emal\

Select OU Criteria N

5
o Create New Group _r\/

The search results will populate. From here, you can view the User Record or Transcript
for the User. See the “View User’s Transcript” task aid for more information on how to
perform this function.

Search Results o X

User$ User Name User ID Status  Identifier Manager | Approver  Options

-
-
-

v

(4 Results)
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View User’s Transcript

When you want to view a Transcript...

Step 1: Use the “Search for a User” task aid to find the User Record you wish to view.
Click the dropdown arrow in the Options column.

= Create Mew Group /

Search Results o X
Users User Name User | Manager Approver Options
Student, DHS DHS_Student DHSj DHS Manager h];s/ q
Student, GSA GS4 Student G54 3 GSA Manager ‘ View rpt

Step 2: In the dropdown menu, select View Transcript.

o Create Mew Group

Search Results o X

User Name Manager Approver Options

Student, DHS DHS_Student DHS_S DHS Manager hd

¥
View Transcript
Student, GSA GS4_Student GSA_3 GSA Manager | \?/' P
/ e | View My Team Profile

Student 8, FAI FAl_Students FAI,E) Fal Admin

Step 3: You will now see the User’s Transcript. You can use the filters on this page to
view items with a specific status or of a specific type. You can also change how your
results are ordered. The default is set to order By Date Added.

Q ) DHS Student > Transcript: DHS Student

Transcript: DHS Student E'

Courses with an "Inactive” button have expired and are no longer available.
HELP Printing Certificate

Active ¥ By Date Added ™ All Types ™ 3 Search for training ‘
——
‘Search Results (12) Hide Certified Certifications
omrn ‘CON 124 (FED): Contract Execution Select Session -

Due: No Due Date  Status: Approved

s ACQ 315 Understanding Industry (Starts 10/3/2020)

] Due: No Dus Date  Status: Registered

View Training D... o
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Reports

Standard Reports Available to Student Support:
* User’s OUs and Groups




View Standard Reports

When you want to view Standard Reports...

Steps 1 & 2: Hover over the Reports tab, then click Standard Reports.

Learo Reports ILT Content Admin Help Desk

2 Standard Reports
Integration Reports

Step 3: Choose the Report Category. The Report Categories available will vary
depending on your roles.

Reports

Click on a report category to view those reports. You may search for any reports by title or description.

y ¥,
© = L 3
Track Employees Training F /

Step 4: Select the type of report you would like to view by clicking on the name of the
report. The reports available to you will vary depending on your roles. See the previous
page of this task aid for the minimum reports you should see for this role.

Reports

Click on a report category to view those reports. You may search for any reports by title or description.

‘3 -~
| Track Employees Training
No-Show
ErLTE s S E T 4 Displays sessions where one or more students did not attend the required

Displays summary information for Instructor Led Training(ILT) s& \_/ T g e et

Instructor Calendar Session Withdrawal
View ILT Events for instructors by week. You must choose a Vender. You may Displays a list of employees who registered for sessions and later withdrew
choose to filter the report by ILT Event or Instructor Name. their registration, including reasons for withdrawal.

Interest Tracking
View events which users have expressed interest in
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View Standard Reports (Cont. 1)

Step 5: Enter data into the filters you would like to apply to the report. The filters
available will vary depending on the report selected. The system will alert you if you try
to run a Standard Report with required fields missing. Visit
https://help.csod.com/help/csod 0/Content/Reporting/Standard Reports/Standard R
eports Overview.htm?Highlight=standard%20report for more information on specific
standard reports.

Enroliment Summary

View summary information for Instructor Led Training (ILT) sessions.

Date Filters

From: |12/1/2020 [ To: |12/28/2020 |

Date Criteria

5
Facility : | | T
Vendor : All -2J
Instructor : | | @J(Please Select Vendor First) w
Event : | ||_4,’J @

ocator numbers| |

—» Printable Version 3€ Export to Excel |- Export to Text

Step 6: Select the option you would like for the export: Printable Version, Export to
Excel, or Export to Text (when available). The file will download to your computer.

T
Facilitv:| | o) o
Vendor : All 2J
Instructor : | | rf—J[PIease Select Vendor First) m
Event : | 2 w
Locator M:—~ber : |—|
6 —a Printable Version 3€ Exportto Excel |- Export to Text
L

Note: You may receive an error message when trying to open the
spreadsheet. If this happens, click “Yes” to open the file.
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View and Download Custom Reports

When you want to filter and download a report...

Steps 1 & 2: Hover over the Reports tab, then click Custom and Shared Reports.

Standard Reports

Custom and Shared Reports

Dashboards

Step 3: On the left-hand side of the screen, click Shared With Me to see reports that
have been shared with you.

Custom and Shared Reports
My Reports
v Y Quick Filters

Y Recently Viewed
Y Favorites NAME T

Q, Search All Reports

&fa My Reparts :

\?’/: 385 Shared With Me

Step 4: Click the Report Name you would like to view to update the report filters.

Federal Organizations - Custom CLA... L\4/ O D o
Federal Organizations - Custom IDP ... /& FAl Admin B D oo
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View and Download Custom Reports

(Cont. 1)

Step 5: Update the filters as needed. The filters will vary based on the report.

v Filters
Al
E/ / Certifications - Certification Category is equal to v FAC-C Continuous Learning
AN Certifications - Certification User Status = is cne of v Select.. v
Calculated Fields - Days Until Certification Period Due  is greater than v 0

Step 6: Click Refresh in the top right
corner to see a sample of the newly-
filtered report, which will appear on
the bottom portion of the page.

Step 7: Click the Download Options
icon in the top right corner to see the
formats available for this report.

Step 8: Choose the File Format in which you would like to download the report. The

report will download to your computer.

min Help Desk Performance
Custom CLAR
? il - A

"
of - Select... @
reater than b @

Ccsy

HTML

PDF

Word

TXT PIPE

TXT TAB

XML
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Additional Resources

Support Area

Support Provided

Contact

d FAI CSOD System
Defense Questions and Issues Email: DAUHelp@dau.edu
L . FAI CSOD System Phone: (703) 805-3459, X1
Acquisition
. . Errors and
University (DAU) .
Help Desk Troubleshooting
P . Password Issues and
Resets
. Agency-specific https://www.fai.gov/humancapital/acquis
Acquisition Training, ition-career-manager-acm
Certification, and
Continuous Learning
Your Agency's (CL) Requwer.‘n.ents
o . Agency-specific
Acquisition . . .
Acquisition Policies
Career Manager
and Procedures
(ACM)
. Career Development
. Training and
Development
Opportunities
. Task Aids for FAICSOD | https://dau.csod.com/catalog/CustomPag
FAI CSOD Roles e.aspx?id=221000511
Training . FAI CSOD Training
Materials and Videos https://dau.csod.com/catalog/CustomPag
Online . Other Guidance for e.aspx?id=221000509
Resources Performing Tasks in
FAI CSOD
. FAI CSOD Migration https://www.fai.gov/page/migration-
. Acquisition Training faitas-fai-cornerstone-ondemand-csod-
FAl Website . Federal Acquisition fags
FAQs Certifications (FAC-C,
FAC-COR, FAC-P/PM)
. More!
FAI Staff All other questions faicsod@gsa.gov
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